SERVICE BOOK
RULES, ENTRIES



m -3 1 %

u- = < © + + © ”_

: o w0 %

|

=

S

' -

- n w ,

= 2

Ned

S| 9]

A -

3 2

P é o3

= e -

' M Vw\M -

2 £ ; .

(] o/ +

o R =

B ,@ o

D] w Q

S 3 . =
9

= [ N , ,

A Y -
J& a o3 =
3w
(2] MWQ
3 ’ ~ =
28 © -
a3 up " .
© 3 .

Nmb 2, A —
D D 3 .’ *
° °

A A A A A A




Service Book Rules, Entries | www.Guruvu.In

L2680 8230® DEre — woTren:

DS &B(H0,eFrrioine eS|l B30 dosdg Fhnod VOL 2P0
e DBErod 290¢3065° DA WoTOR TotNGTTO 9 D00eS’ odh DT Co.

> Doci0res S 74E eosverocdio-2 & DGoDD 6o-10 S° BDoDEDD :ogaes" RBR0
826 Jo2romd. (G.0.Ms.N0.200 $6:10-12-1999)

> DVGSEIND Hockd &855 g, QP DO Pog, DA, AT Yoo, A, FO G es®

2908300 K0210HH QT OD @5?8215 Loowd.

> BT w80 DORDL 02PE & AT BVD DQIBO  DPEONOD Dendew.
(G.0.Ms.N0.165 F&P &&:21-4-1984)

> IS Sotdd &855 8208 1D oed Sdc0R035°d. (G.0.Ms.N0.80 &&6:19-3-2008)

> 200830 850" dosodocsercs :ocmcsaoes‘s g erbidopercid Physical Fitness
Certificate Daoren w80 0296 & dArBsrd. (G.0.Ms.No.03 Fin 86:08-01-1969)

> &8N DTS DT, £r6008) DF[L DT HJTEBAST Y.

> 200 2,3 HSees e.&%ﬂ B, DITOE Jrew Dego,bwsgéw,‘éésmess BOD ST
20FPOODD DD HJAPEBIrD.

> HEDY 8,00, 5 D038 eoaosbbéoes Y0, DEYAD BOSBE DIT D HAPEIBOITD.

> 09 &8 a9 Home Town (LTC £60) A0 aogd. werod Ddvredn
STFOAPEDS HBRD 0296 &° dArcBaird. (APLTC Rule.No.8 of clause

> &85h CCA Rules-1991 05°o O DB LD DT DEHND 0 Y DDBHVRD
260 0236 &° dAreBaird. (Govt. Memo.N0.51073 86:19-12-2002)




Service Book Rules, Entries | www.Guruvu.In

> &E5h hearferen, Fodw (character) (8o 8R0 826 &° SATEBODEFER.

> &255555 2020000D B DO B8RP VB Kol 00300 DAFELTRIED DTN
ROEDD 0 &E5H SHBNHBELND W8I STRAIrEDS @o¢d. (G.0.Ms.No.152 Fin
86:20-5-1969)

» NGO e@ond &856 208 oD }’00666?)0255 202206 a&”zgﬁ ROGRD 2L 269 900D
SO0 53 ‘f.i"‘g (o $0205°9.2008 00D e85ﬁé “aés(oo BRYPD "az:)‘) DODEFE 0.
(G.0.Ms.N0.722 3&:30-07-1966) (G.0.Ms.N0.391 36:07-11-1978)

> 26¢R0 0296 & dRaired DS & darcy Soboeed. (Govt.Memo.No.72246 86:30-
07-1966)




Service Book Rules, Entries | www.Guruvu.In

I. 706555 ens 6&35 Qo Jabduren, Ardden, DEdoen:

> 1) odT6) SO HY DT SRDYed 2000 Wod PO B ST, B e
Ereied, G0k 9 W P Tr DDO meth DdodhsSo Basrd.

> 2) §Q) So0re HY BT DI X0 PGy DVVHDY Fob 0D BD P TR, Jr8yd S
DDO %o&&o Bdadcio BDYID8.

> 3) 28¢D 0236 S I ET Do IS wETren 85 DE o VG ED & wdSoTed. el
o3 LT G S DOAB o & JDYBLDYED B3R &od.

> 4) 0B 20S5SY6RD DEGR DBPBAN VD JdTren AT B3asrd. 01- 04 (S ) &oodt 31-
03 (336 ) DL OGO DODIND dAFEL Bosrd.

> 5) du QG BOD 2PONR YONDTEW €9 A0 DV PE BAD BEB6 aND RS0
gord.

> 6) PSS DO Yo VAT OLOM GoEIBIN. RS VA AP aocy DDO &
Dot BoIrd. 2,086 DoV E A BErore E'g & TPoLeOR. ST 2,023 0236 D
Xerox 8o eoE 0oy 590 DDO 8 o8R0 3D 00, & OGS end P ¢rpdes od
BDS0Te orosed).

> 7) & 0236 & S DO ™D S DS ™D SO R0E DO T TEEPER. Sdvo &S
Fro00ts PRV) 0 STGD TED. DY Gord &S JPoWos D Tecicto &gao. DDO e Wrdo
8S DO & Dodren BOLEPER. PDVIOTP 8E DIy S Fowots DO & J DodsTe
Bo3rd.




Service Book Rules, Entries | www.Guruvu.In

> 8) 9 T°6to e égs"e)o PP DY c&rzgefﬁ &S oD oD SETG DD Svoardd
63?0?6@3633 502)5 &é&oé HBL dwocrs EL €3¢006 HPL 0Addmedd EOL svoerdd Ef)@"d)
EOL 900506 &0 8300 08D DDEND Jo Hosrd.

> 9) 8236 Toairdy®d D BAKL 2§ g™ DDO 08, D 6o WONVZDYE 5O &
DD TPo0tIBEIY 5 DDO ™ alts) DI . SPe)8) 90T LG0T WESIAN0 B Vodso
Basred .

> 10 ) ardy Sgo 22680 TPEODOIN DD PNBorT &8 DHTen B30 &S dArE Sa3ed.
(522834 &Z:')ngmvéa DB VOINTOL 2EFD AT 308 IO VoIITVL 280
T DN, REDOS @By Fraod DO.

> 11) 28 S¥ &850 DO 39980 oo ©owd DDO md Qg erdis SrPdd. §36
808 B03rd wotd VOD 6V'G RBIBVD Gotod. EIPEE et T Xerox Wiroio & Fge
LN} 5305)83:130‘).

> 12) 28 e &° Trer 000 el§ien &o, T°0 diwg), DERL IDYSe & T°0 Rog 2ot
© DO NS0 D & b%n%ebao DL D WV WDHBI.

> 13 ) 22pyE~ a&656§ DB R0 BN VDD WHVBo JBYES, &856 &00C 28 0 Do
(09330 6o ) BROEDE0 B3 WO O WA JYDLITT EETAS BRET°D.

> 14) e85rn DD 0236 0oty $B) VoBTRD TEOT® 1Y Vo DEFD |, w8 d¥
D T3 DY Teaird .

> 15 ) 0 o6) SO0 HY BT TG0k S Sy 20000 0ond D8N 026 &
TODRIEGLDNED TPAD EQDADETER). 209y B2Pyed D0 B @:’?o&oﬁb Hoed.

> 16 ) elyben o 06D 0236 0 Triw ST TRUET Do oA, DT
QoDdrey BIDD TOS ™I T T°0 DAVEoS TROE DG HoDB. By Bgor
&0800R.




Service Book Rules, Entries | www.Guruvu.In

> 17 ) e8jben o wdsody BfS 8386 dowd & dLF DD 026 S vk
BowotuEod.

>18 ) DS @) &5H DOID 02336 & WO M DEOLD ef P& L &l5H DX
ool 1D Trascio 0odb .

> 19) &850 35 eljfo &°8 B0 ST I wFsL L od SAIDS &8 VP BTV
56 B8 Hoerd & 1 ) 6216 & dITL Sakrd.

> 20 ) ©8 DodIyBo (T QUPYBIY Mo & Jod €5 owfed P DVFA0IY
AT DAL O3S,

> 21 ) B w0 B0 026 & IAPE BVD DQIBO JTENOD DendSe.
(G.0.Ms.N0.165 F&P &&:21-4-1984)

> 22 ) 20asOdI0 elfroes Ddosdocserc “n)oCSd?)oeSs g erbdodedd Physical

Fitness Certificate Dsdoren 7055703 026 &S° DTGB, (G.0.Ms.No.03 Fin &6:08-01-
1969)

> 23 ) 09 &80 o5 Home Town (LTC £6) GEERS aor(d.cered ddvros

ST{OrENA DORD 02136 &° dArcBaird. (APLTC Rule.No.8 of clause (b)(i)

> 24 ) &80 CCA Rules-1991 Os°6o O IS0 LD D DEIVD o 9
DDBNOR0 WO 826 &° dArcHBasrd. (Govt.Memo.No.51073 &6:19-12-2002)

> 25) &85h eardrren, dwan (character) (0o D8R0 826 &° HBPEIBRETED.

> 26 ) &85N3 2020600 3 HORL 82HE VB Vol DOIDoD JAFEITLAD DT
ROEDD 0 &E5H SHBNHBELND W8I SoRArEDS 2. (G.0.Ms.No.152 Fin
86:20-5-1969)




Service Book Rules, Entries | www.Guruvu.In

> 27 ) NGO eand e8ih 268 eand R06y08" Dorodd &8gh DERL BRHA AL
YA STTOOD 0503 ‘f.i"fg &Qo° $020e79.2000 oD a&xﬁé 7065{03 BRYPD faz‘i)t)
200&r¢ . (G.0.Ms.N0.722 86:30-07-1966) (G.0.Ms.N0.391 8&6:07-11-1978)

> 28 ) %O 0296 & dRairen DS & s Sadoeed. (Govt.Memo.No.72246
86:30-07-1966)

> 29) a8 B¢ &0 638D ddvren (2009 &° £ 2greod” KRS Ady ST FH e
F5000 BB BIGR L0 BEPND ).

> 30 ) 208 ¥ R0S0085 eV DeVYDEL WY €3 VDTN DI Wasrd.

> 31) B 86 20PORL BWT) PIIE AT BIrD OO IOV T &) DO
DI Bosed.

> 32) &g =08 dodpen 86 OF ot dAXE Basrd.

> 33) e e Dayg g0 BHDY) duHew B 08 e dAPG Basrd. ( SC, ST oH
£62002085" D0 BG0 T°0S €9 & DS E'Ro Tochd Vo © D G VW )

> 34 ) ey a8Sy (@08 doyeo, w06 S°S, Sor§ed, Y oL S0ED IS
Ddoee)), & eams-%b e 8Hwo QBB &8 {DOH SIP0 002ED WORLIEHORD )

> 35) ooy Fraw & D S ardap Frand” M HEdge Mod DFT BTG w D, 8§
Q0 TP P30 DZEeL TP, DT DETRD TP Sy TP Tobew 0B &8 DT e I
Y03,




Service Book Rules, Entries | www.Guruvu.In

III. _Entries in the Service Book Register ( Check List ):

|

|

|

|

|

1.Appointment Order Details :
2. The date of Joining .
3. Permanent address. !
4. All Qualifications with hall ticket number Including Percentage of marks !
5. Moles. !
6. Service book 8th column employee Signature, date. !
7. Thumb prints |
8. DDO signature on employee photo i
9. Incremental Proceedings |
10. Proceedings of Surrender Leave. |
11. Group Insurance Scheme Details ( GIS) i
12. CPS / PRAN number. '
13. Earnings leaves !
14. LTC other then Home Town, Home Town Entry. !
15. LTC Declaration. !
16. Leave Account. !
17. Half Pay Leave Account. |
18. Pay Fixation Entries ( PRC) i
19. Details of family members including the nominee |
20. Special Grade Increment 6 - 12 -18 24 |
21. Special Pay Entries. i
22. Refund of Arrears which are credited to CSS .
23. Service Annual Verification !
24. Provident Fund Account Number. !
25. APGLI / TSGLI number. !
26. Caste Verification Registration. |
27. Employee ID Number. |
28. Treasury ID Number / CFMS number (G.0.Ms.No0.80 Date: 19-3-2008) i
29. Registration of Local Status according to 610 G. |
30. Service is sorted and Prohibition entry. |
31. Date of birth (to write letters) i
32. BONIFFED Certificates should be entered. .
33. Health Card Number. !
34. Height. !
35. Paternity Leaves (Two Children Up to) !
36. Telangana Special Increment, (TS) !
37. Promotion details, |
38. Then Joining the job for the First Time Job type. |
39. Aadhaar Card Number. |
40. Bank Account Name and Bank Name to get Salary |
41. Departmental Test i
42.Half Pay Leave, .
43.Salary loss !
44.\acation Verification !
|

|

|
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|

|

|

E 45. Maternity Leaves

; 46. Employee Health Scheme Card Number
! 47.PRC Arrears

| 48. Sakala Janula Samme ELs (TS)

| 49. Samikya Andhra Agitation ELs ( AP )

| 50. Election ELs

i 51.Pulse Polio ELs

| 52.National Population Register Survey ELs
i 53. Step Up / Preponement

i 54.Regularisation into Service

- 55. Completion Of Apprentice

! 56. Joining into Service

! 57.Enhancement of Remuneration

| 58. Regular Scale Entry

| 59. Notional Increment

| 60. Periodical Entry

| 61.Commuted Leaves

| 62.Relieve Entry During Transfer.

i 63. Joining Entry During Transfer

i 64.Relieve Entry During Promotion

- 65. Joining Entry During Promotion

! 66.GIS Enhancement

! 67.APGLI / TSGLI Enhancement

| 68. Employee Health Scheme Enhancement
| 69. GIS Entry due to Transfer or Promotion

i 70.APGLI / TSGLI Entry due to Transfer or Promotion
| 71.Extra Ordinary Leave

| 72.Multiple Leaves

| 73.Abortion Leaves

i 74.Hestorectomy Operation Leaves ( Special Leave )
- 75.Child Care Leave

! 76.Family Planning Operation Leaves

! 77.Reconalisation Operation Leave ( Family Planning )
! 78.Medical Leaves Entry

| 79.Medical Reimbursement Claim

| 80. Retirement Notice

| 81.GIS after Retirement

| 82.Death Entry

| 83.Proper Person Certificate

! 84.Pension Benefits Certificate

; 85.L.E.P training Earned Leaves

! 86. Summer Mid Day Meals ELs

| 87.Physical Fitness Certificate

| 88.Punishments as per CCA rule

|

|

|

|

|
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IV. Service Book Registry Management - Rules, References, Methods:

» 1) For any inevitable reasons, any mistakes should be made, not to be duplicated,
white duplicate, round-up and DDO signature.

» 2) For some reason it is necessary to change the registration, if it is rounded up and

signed on to the DDO.

» 3) If the service registry does not get torn anywhere, paste it into cello tape. If the
card is not in the absence of letters, the gum should be stuck with time.

> 4) Every year's service verification should be recorded. Service verification should

be registered from 01- 04 (April) to 31- 03 (March).

» 5) On the first day of the month, the person who joins the last retirement of the

previous month will add the increments.

» 6) Duplicate Service book can be officially kept. It should be signed with DDO in
each entry. The original will be based on the original when it is lost. Or the original
register can take your Xerox but DDO is no exception. This service should be written

as a duplicate on the book.

» 7) Sketch pen in this register should not be used for jell pen or ink pen. Only
ballpoint pens should be used. It is best to use black ball ballpoint pen. DDOs should

not be signed with Jell Pen. Must be sure to sign with the leaf green ballpoint pen.

» 8) Ellayon shall be granted EOL Period for the next HPL rest to E before the stored
time when the long-term holidays are issued after the leave is paid for a longer

period.

» 9) The work and responsibility of registering the register is entirely DDO. When the
work is burdened, it can be written with someone but DDO is responsible. So

everything should be studied and signed.

» 10) When applying the husband’s husband’s transfers, the details must be entered in
the register. Gazetted employees can use once every five years for the rest of the

eight years. Ten points given to both For the rest of the in Telugu... Click below
» Download Written by Ramzan Ali www.Guruvu.In

» 11) DDO GARI takes full charge if the employee service book is lost. The new one
should open, which means a police report. Duplicate Book can be opened with new

Xerox help.
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» 12) If an office has a lot of employees, it is easier to work their service books in
Beiruwa according to their incentives.

» 13) If the employee is required to serve the service book anytime, a petition
(application form) from the employee must be corrected and declarated as the case
may be.

> 14) Employees should complete full signature rather than brief signatures in the
Service Register, if it is not possible, write down short.

» 15) for any reason that the proceedings have been made in any proceedings, but
it should not be deleted when the service is written in the register. You need
another procedure to make mistakes again.

» 16) It is advisable for employees to write their service registries independently. It
is advisable to know someone in the rules or in their presence. There will be no
mistakes.

» 17) Employees must register their qualifications in the service register including
hall ticket number.

]

|

i

i

i

|

i

i

|

i

i

i

[

i

i

[

i

i

[

i

i

i

! » 18) Employee name Employee ID is a good option to bookmark the Employee
! Service Register in Beirut.
|
[
i
i
i
[
i
i
[
i
i
[
i
i
i
[
i
i
[
i
i
i
|
i

» 19) Once the employee has passed his job, it is necessary to register all the
qualification details in the registrar including the hall ticket number.

» 20) Every time the cut is made in the Group Insurance Scheme, the exemption
details should be entered.

» 21) In the future, the birth register can not be changed once in the service
register. (G.0.Ms.No.165 F & P Date: 21-4-1984)

» 22) The Physical Fitness Certificate issued by the doctor in the service register
should be recorded in the service register for the first time. (G.0.Ms.No0.03 Fin
Date: 08-01-1969)

» 23) Each employee has to declare his Home Town (LTC). Such details should be
recorded in the office service register. APLTC Rule.No.8 of clause (b) (i)

> 24) If the employee has been subjected to any kind of penalties under CCA
Rules-1991, such details should be recorded in the Service Register.
(Govt.Memo0.N0.51073 Date: 19-12-2002

» 25) The employee should not be registered in the service register about the
character and character.
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26) Every member of his service is registered with the employee. Take a look at
the registration details and give him the office of the employer to verify that the
details are correct. (G.0.Ms.No0.152 Fin Date: 20-5-1969)

27) In case of an NGO employee transfer, the relevant employee service register
must be forwarded to the office officer who is transferred to the office of the
transferred officer, not to send the service registrar to the appointed employee.
(G.0.Ms.No0.722 Date: 30-07-1966) (G.0O.Ms.N0.391 Date: 07-11-1978)

28) Do not enter things in the service register with pencil.
(Govt.Memo.No0.72246 Date: 30-07-1966)

29) Reversal details (in 2009, some districts have been promoted and returned
reversals since there are no postings).

30) Increase the increments if you have to enter the details.

31) Child Care Vacations Every time you have to register and enter the balance
of holidays.

32) Long-term holidays should be entered along with dates.
33) Holidays for higher education should be entered along with the date of
holidays. (SCs and STs are given two sessions for higher education for the first

generation of the family)

34) Advance Details (Home Construction, Car Loan, Computer, Advance Details
for Marriage, These Advance Only Granted to Government Employees)

35) Whether the state or national level has any award from the government, the
reward or the prizes, the service schemes or the medals.
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VI. Service Register Entries
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> 2.Local Candidate Certificate :

2 - 3 3 4 5 +,6 (

> 3. Completion of Apprenticeship Period :
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> 10. Enhancement of Remuneration

> 11.Regular Scale Entry

) ) 3 ( « 2 , 3
" %t $ H6+ 8 8 3, §

> 12. Earned Leaves

) ) " 6 O
%# $ #6+* 8 8

» 13.APGLI / TSGLI Entry

) ) ( - 1B 18 () ¢
3 « , $- , *:9% $
- $ $+ $ 58+ *
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» 16. Sakala Janula Samme Earned Leaves

D03 B0EIHERS Hevdd e9s oY Ve

e &EBB Be: 16.09.2011 o0& 17.10.2011 HS% 32 Bere artn §oIIAD
DB 8300 DA P , & Soese S: 30.10.2011 0o® 26.02.2012 &ty SO0 TBODD
(18) DEEL 20F) Bl (18) DBHTE 1O BB FEaoLH Bl e
DBDODD0DD YEhes HIP Ho. 691/Gen/A1/2016, 30: 28.01.2017 DSPB0 OO WEOR)
DPDBE FBHOST DT0BE BrJYE 50, GBS DB VOBBINS 5°R HK5D BS8HEOS
$Hens3Q (Earned Leave cannot be Encashed) B0S DO Vs B® HM / MEO
.......................................... PO 5008, OB wroerreerrereserrsnerssreserssnes. S wrvsnresessssrssssssesssssseseses GG
SBBe0 2D FoPJIO.

» 17. Preponement Of Pay

8 C) ) ( 3 «( *
rrrrppnnnNRllL 3 ¢ rrrrrppInEl 3 ¢
TR RRRNnnnnnnnNenn 4 rrrprrrnnnnnng *L gy grng
y . ) " % § #6+ § 204
rprrrppnbbRRRL T oxpppRIIINIIINNNIL 5 *rpgrgrreny
- - ( ") 31!
Date Scale & Pay of senior Date Scale & Pay Remarks
of junior

The Incumbents Next AGl fallson ./ ./ , the date of the AGI of
his junior . The Incumbent is eligible for monitory benefit w.e.f ../ ../ .i.einthe
RPS Fixation.
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§

> 18. Permanent Retirement Account Number ( PRAN ):

> 19. Regularisation of Service in Present cadre

)

20.L.T.C

5
%t $
$
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» 21.Special Grade Promotion Pay Fixation (6,12,18, 24 )
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» 25. GIS Beginning Entry

» 27. Employee Health Scheme Beginning Contrubution
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> 28. Employee Health Scheme Contrubution Enhancement
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» 29. Employee Health Scheme Number
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» 31.Promotion - Joining

, 56+ <

> 32.GIS Entry due to Transfer / Promotion
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> 40.Abortion Leave
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> 41. Histarectomy Operation
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> 42. Child Care Leave
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» 43. Family Planning Operation
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» 44. Family Planning Operation Done by Female And get special
Leaves for Male Govt.Employee
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> 45 Reconolisation of Family Planning Tubectomy Operation
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> 46. Leprosy/ Tuberculosis /Cancer Heart disease /Mental illness
and Renal Failure => HPL But Full Pay

I G : ( +# "+ ?2 4 - 5 1=
9A +# "+ 4 - 5 72:9::9A +# "+ 2?24 - 5 29::9 9
- 2" 5 ,
U SH6+ ) % .- 1 "B ( 3
a( - 3 , 5 14 (
G, : # 2 )
2 5 5 ) $ %1 (




Service Book Rules, Entries | www.Guruvu.In

9 A?9- § A?$4 =$ 995  $: § :99 -

» 47. Treasury I.D and CFMS No. Entry
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> 48. SURRENDER LEAVE ENTRY
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> 49. E.L.Sanctioned due to Work in Summer Vacation
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> 50 E.O.Departiment Test (141)
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' > 53. Medical Reimbursement Claim !
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6/12/18/24 vears scale AAS

» 55.

ANNEXURE:
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> 56. Promotion Fixation As per FR22B
> 57. Promotion Fixation as per FR22B
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» 58. Promotion Fixation Asper FR22a(i) After getting 24 years
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> 61. Minimum Pay Fixed in the scale of Pay Promotion Post
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62. RETIREMENT NOTICE
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63. GIS Contrn After Retirement
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> 67 Pension Benefits Certificate
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69. GIS Final claim particulars.
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» 70.LEP Training Earned Leaves
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> 75. Caste Verification Certificate
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» 76. Physical Fitness Certificate
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> 77.Punishment as per CCA Rules-1991
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“ Any Suggestions, Corrections please send us to 9494362244 through WhatsApp
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